Areas of training

The principal shall impart training to the Accounting Technician Trainee in the areas of

accounting, taxation, financial management, corporate affairs and information technology

as given hereunder :

i. Accounting

Undertaking specific work relating to cash accounting, sales accounting, purchase

accounts, bank accounts, journals, etc.

Maintaining of primary books of accounts

Preparation of reconciliations

Preparation of accounts from incomplete records
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Finalization of accounts and notes to financial accounts

Preparation of financial statements.

ii. Taxation

Computing of total income, deductions, rebates, reliefs and tax payable by the

assesses

Preparation and filing of Return of income, TDS returns and other documents

Preparation and filing of various returns under VAT, service tax etc.

iii. Information Technology

Data creation and analysis using databases and spread sheet program

Computer applications in areas like inventory control, financial accounting,

payrolls, share accounting, sales accounting, invoicing etc.

Preparation of system flow chart

Knowledge of internets and computer fraud detection techniques.

iv. Financial Management

Preparation of projected financial statements

Processing of loan applications with banks, financial institutions etc.

Projection of working capital and computation of working capital requirements

Preparation of budget.

v. Corporate Affairs

Applying for and obtaining name approval

Drafting Memorandum and Articles of Association

Matters relating to incorporation of a company

Filing of various returns with the Registrar of Companies

Participation in the work relating to issue of shares, debentures etc including

compliance of SEBI guidelines
